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Choose one of these to start creating funding requests. 

The form should be saving as you go. 

Use this tool to keep track of your budgets. Especially 
helpful if you’re entering multiple funding requests. 

C2 Funding Request – one piece of equipment 

In this example we’re requesting a UPS, or uninterruptable power 
supply, a single piece of equipment that will be used at one branch. 
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Type in the 470 number, and click enter to validate it. 
You’ll do the same with the SPIN number. 

Add as many billing account numbers 
as you need for this funding request. 
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Enter the expiration date on the contract. 

In most cases, this date will be July 1, 2015. 

Your contract should include language about 
whether or not it can be extended. 

Enter the date the contract was signed 
(keeping in mind it must be after the 28 day 
window). 

Your service provider should tell you if they’re providing 
pricing based on a master contract.  

If you’re in the middle of a multi-year contract, choose yes 
here and enter the FRN number from last year’s request. 

Check no here. Purchases made by public libraries are 
considered public record. 
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UPS’s are listed under 
data protection. 

We have a lot of options to choose 
from under make of covered 
equipment, but if our brand isn’t there, 
we can type it in under “other” make. 

Your contract/service agreement 
should include the model of the 
equipment. 

Since this is a non-recurring service, 
we’ll enter the total one-time cost for 
the UPS. 
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In this example, the equipment will only be used at 
one branch. 

The cost of the equipment will be assigned to one 
branch. 
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Once we’re done entering funding requests, we can 
certify and submit. 

Continue adding funding requests as needed. 


